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Environmental Protection Agancy
All Applicant Data Report
Announcesent Humber: 55C-LV-2015-0018
Fosition Title: Secretary (OA)
Staging Area Hurbhber: SA-EPA-0001

Kams: LEIGH & MONE

’“. gy

HIDE:

Addressl:

Addressd:

Cltys

GEaTta|

Country: United Sctaceas

Foat Code:

Plusd;

Talephons 1l: Mobile -

Telaphoas ¢ Evening Fhons -

Emailn

United States Cicizea:

Vaterana® PFrefersoce:

Hilicsry Dervice Dates [Btart of Ssrvice - End of Servicel:
Locatlcn{s) Applied to: Las Vegam, WVILS]

Doc § | Documsnt Type |Description Submission Type

1 SF-50 Honk Reyea SF 29 CshJoBS

YasEncyY QUSECIong gnc Fesponsss

What locations do you wish o apply to?
Laa Vegas, NV(CS]

What Crades do you wish to apply teo?

an

Orades 08

1. Gi-00) To meet che Cualifications Requirersncs for Secretary, GE-08, salecr che optian
that best describes your educatien snd/or axperience backgreund:

Answarsi

1. 1 have | YEAR OF S2ECIALIIED EXFERIENCE egquivalanr to the G8-87 leval in or Tolated Co
the wark of THIS FOSITION that provided the specific krowledges, skills and ahilicies Eg

perlorm succeasfully the dutles of THIE FOSITION.

ALl Oredes

1. I have the folleving expecisnce coordinacing & mansger’s or sxecutive's calendar based
upan knawledge of program prisrities.

AnEwarsi

1. Betermining appointiment prioritieas

2. Appreving, rescheduling. or refuming appolnisenrs, and accephting or declining
inv¥ilEations

1. Mafing arrangecents for gther repressntation

4. Coordinacing awencs invelving participation of senlor edacutives and other stakebglders

1. Select the rosponses that describes your experisnce with cossdinating meetinogm.
AnEvaT e



Environmantal Protactiocn Agency
All Applicant Data Raport
Announcement Number: S5C-LV-2015-0018
Fomition Title: Secrotary (OA)
Btaging Aresa Number: SA-EPA-0001

1. I have arranged For conferences and meetings, including making resarvationa for
cenference/hearing resms, notifying all participante.

2. I have asgembled background macerial [s) for the sescing,

J. I have informed staff and followed up on any reguired reparts or matorials from
diviglons and/or other offices a8 a result of commitmente made at sSeacings.

3. Select the responses that reflesr yeur experience working with non technical business
correspondance.

Answarss

1. I have written businoss correspondence, while applying correspondence policiss and
procedures far proper writben formac

2. I nave edired business correspondence, while applying ecarrespendence palicies and
precedures for proper wricben format

3. 1 have reviswed business correspandence identifying inadequacies in [ofmac, grammar, or
consbruetian in accordance with accepted standacds

1. Select the responeas that reflect yaur experience with correspondence.

An@Ewara

1. I kave controllod all correspanderce

2. I have determined appropriate routing including what needs superviscr's porsonal
Aattention

1. T have {ollowed up to ensure timely action

4. 1 have reviewed all cutgoing correapondence for neatness, Accuracy, Adharesces te farmat
and supervisor's perdonal stylae

5. I have drafred non-technical correspondesce including, but neot limitad such things as
persenal acknowledgecents, scceptance lettors

4. I have produced related reports and filles

. 5elect the responees that reflect Your experience making travel arrangemencs.
Anmwars:

1. I have incerpreced and applied travel regulations

2. 1 have prepared travel authorizazions far stalff

3. 1 have made staff travel reservations in an automaced syares

1. 1 have preopared travel wvouchers

5. 1 have prepared revigwod travel vaucheras far accuracy

€. From the lise belaw, gelect tho goftwars applications you are proficlant with in
accesplisghing day-to-day offirs funceiens (praficient means you understand apnd vrilize a
major part of the sclitware's funccicnalicy and ecapabilicien].

AnBwars

2. Hicresoft Hord

3. Hleroscfe Excel

4. Hicrosoft PowerPolnk

6. E-mall [Mieczesoft Cutloaak, Lotus ctem, Bbc.)

T. Microssit Sharefolint

B. Word Prasseeing Seftwaro other than Microsoft Word

11. Travel Manager [or other aucomated travel syaten)

T. Which responss bopt describss your experience ceceiving telephone calls, greesting
vipitors and praviding aseistance to visltora for canagers.



Environmental Protection Agancy
All Applicant Data Report
Announcement MNumber: S55C-LV-2015-0018
FPoelklon Tlitle: Secretary [OA)
Staging Area Wumber: SA-EPA-0001

Afigwarei

§. Thio task has been a contral orf major part of oy work. I have pocformed ic oyself
routinely., and I have trained gthers in perfar=ance of this task ard lez] ethers have
conaulted me as an expert fof asslacance in performing cthie cask.

B. Select tha rosponaes chat bBest demcribe your expecience serving as faecal pofine fap
agminlecracive activities within an organization.

Aogwecai

1. I am the inicial paint of contac: for administrative servicem in my arganizaticn

4. I pravide guidance on adninigtrazive policies asd procedures

3. § snsuce adninigirative guidelizes are followed

4. I routinely perfors gqualicy assurance sudito to ensute &y organization i3 followicg
preper adainistracive palicies and procedurse srasdards

¥. Belect the adainiszrative dutlesd you have performed.
Anpwarmi

3. Malntaining Records management pyacem

i, Updacing Tracking Syatema

. Berving as a cimakeeper

Aequascing bullding mervices

Hail ehipping, recelving, and distributlon

. Managing an oleccronie eslendar

moad

10. Do you posgess a typing akill of st leasc 40 words per minute?
Angwari:
2. THE

1l. For each positicpn listed en your resume, did you include tha peslticn title, co=pany,
salary, weekly hours worked, and your actual beglrning and ending daces of evploymenc?
Anewarai

1, Yes

13: Please lock at the gquallfication regquirerence |both exparisnce and/or sducation) that
are atated [a this vacancy annsuncersnt. Does your resums c.early castals thie information
in ordar to cerérmine you are qualifled For cke posicion?

Angwersi

1. Tes

1). Hawve you revisued rhe wvacancy snnouRcemant "How o Asply* and required docooments
section to determine what supplesental material That you must provide?

AnEwars:

1. Yea

14, Where did you Learn absut Ehis EPA PFoaition?
Ansvers|

1}, USA Joba ifPhoneSfiPad Applicaticn

Essurs
Leigh Ann Honk



Enviropnmental Protection Agency
All Applicant Data Report
Annocuncement Nusber: 55C-LV-2015-0018
Popiticon Title: Secrstary {CA)
Staging Area Numhar: SA-ZPA-0001

e i e e e e il

Emalls )
Country of CJitizenship: United Staces

Availabllicy: Jab Type: Permanent
Telawcrk

Work Schedule: Full-Taime
Part-Time

Jeb Sharing

Desired locations: WS - NV - Las Vegas

Work Exparience; Y
91/2014 - Pramsnt

Hourn per waak:
Las Vegas, iV 85113 Us

[ErLr T N s T

Cepartment of State ;
OES2013 - 12/2401)

Salary: 555,000.03 1D Per ¥Yaar
Suite 10344
Hours par waek: 45

Secretary (QA)

-Parcicipare in and assiot with the deaign and implementation of asaigned management
iniciatives ©o improva and enaure the adminlscracive and cparacicnal efficiepncy., in arpas
such As: annual and strategic planning, general services and acouisitian planninmg,
adminiscrative budgecing, informacien rechrology and comsunicacions, and craval and
Eransportatian,

-Interprets Deparcresntal andfar Uniced States Savercstent palicies affecting areas of
responoibillity and assesses their impact on doparcmant’s administrative operaticna,
recommend actians Eo achieve acgenizational abjectives, and impledest recomsendaclons for
aparational improvemant,

=Maincain zalendar and schedules for bath the Beputy Principal Ceacdinatser and Chiel of
Seaff.

=Coordinate and arrangs cravel arcangemanes for Deputy Principal Cosrdinater and Chief of



Environmental Protection Agency
All Applicant Dakta Report
Announcement HNumbar: S5C-LV-2015-0018
Popltion Titlae: Secraktary {OA)
Staging Area Number: SA-EPA-0001

Scaff.

-Standardize and =aintain Governmeant and Contract scployes travel files.

*Train persannel regarding guidelinesa and sysarsms; forrulate fraining macerials as
regquired.

-Train and asgis: personnel 1o Microsafr Office, Outlocok, and Share point.

-Concact far job poscing, sotup interviews, wrote rejeccion and acceptance smailfletcers
and completsd employee prientacion.

-Create and malntaln all huzas resscrce electronic and file folders.

=Uncercesk & 5154, 000 information technelegy |IT] eguipment refresh asd preeowided crlitical
sEsistance in easuring ics timely and succesaful implersncarien.

+Streamlined procesa and developed cover merge forms for distriburion of cthe office's
oanthly phone bill,

Clark Constructism - Advantage S5taffing Agemcy {Full-cime posicisn with Departesn: af
Statel
B3/201% - 48/ 2610

Ealary) i L ARV
gechepda, MD sue us
Hours per weski 40

Aipk Managemsnc

=Major Comtuniecarian wia phone and email with internal and exteranal perdons,

-hnalyze and verify decuments submitted meet contractual requiremsnts.

-Assisr outside cozpanics and cn-sice preject b=aws with understanding and interpretation
of Cconcraer regquirements,

-hnalyze. manage and audic curside conoulbantca.

-Use due diligence tactfulness and dimcrecion co Keep open coemunication batwesn vendacs,
contractors, and internal departments.

-Blrectly repost [indings o Riak Mansagexent Birector, Tragck and icput firndings into
fipaneial database to substantiate and werify concracter requisicions. Isplecented and
rairncained werk [low and overcme day to day administracive funcrions,

Clark County - McCarran Internacicnal Alrpert
11/3ap7Y - 12/2p:2%

Eﬂlﬂr:r"',
= Tham: = & P
Houre per week: 45

- —

Flans Examiner II

-Aeview and ewanine drawings/especificaticons previding recomzendations for necessary
changes during design, bid and conscruction phasss,

~Provide Construction Hanager and Bullding Inspeccors with lnformation regacding feaues
that may arise in the field dus to conflicts or srrers in the Issved for Conatructicon
dosuments.



Environmantal Protecktion Agency
All Applicant Data Feport
Announcement Humber: SEC-LV-2015-0018
Pomfeion Titla: Saecratary [OA)
Staging Area Number: SA-EPA-0001

-Perform nop-ECTuctural :inapections,

-Warx closely with Airport cansgecent and Construsticon Manager regarding coantractual
ispuoE.

-Review submittal packages and Requests for Informatien [RFI‘s} Par centractual compliance
before forwarding te A/E.

=Contribute o che efficlency and effectivencss of the csan.

~Work closely with Alcport Archicect and Englnesr an regalving lesues.

=Liaipon bDetwvean Construction Manager and Airport Prajece Coordipater regarding
centractual topics.

~Fay estimate and quantity adjustment procesdsing with Eield gquantity veorification of
completed work fer in-houde projoctie.

~Maintain in-house on-esll esurvey verificstion and material Tesating conEraces.

Bechtel, McCarran Interpnational Alrport
odfafda - 1172007

Balary: L e
Las Vegas, N¥ BR11l U3
Haurs per weelk: 45

Quanticy Surveyer (Construction Coordinater II)

=Multi tagk to parcicipate in 5 prime contracca - cetal value, 5300-mil, The general mcope
of work included the construscion of, addicien e, medificaticn andfor raplacement of:
canveyances @ysioms, Fecurity screening, ower 1.5 mil sg fr af bulldingas, HVAC in
concourdes, cooling towor dncluding penthesuses, chillers and beilers, car rantal facility
and-1.745 mil ag fr parking garage, wash/esrvice baya.

-Precess pay estimates and datily decumenis Foar ll-service contrackts.

-Pay estimate and guantity adjustimant processing ineluding field guantity verification of
tompleted wori.

-Consrdinate and comaunicata with beth intecnal empleyees and external companies,

*Update contrack drawings/specificaticns per Reguests for Informaticn and Drawing changes.
-Adzinistrative contrack acartup and closcout,

=Documentation and evaluation invelveneat in changes arder proceas.

-Eehedule of wvalues, General Condicione and draving reviews duripg pre-bid and post swircd
phAaDes . :

~Precessd and forward submitcals, Reguests for Information and letters.

=Work within the group to perform any addirisnal casks ra ensure Ehe work was compleced in
che reguired Time [rame,

MME, Ine. |Joebe mnding., heawvy ciwil divisien closed|
19/2901 - DR/20G3

Dffien ia =loead

Salary: o

Las Yegas, Y 831113 US

Haurs per week: 4§

PFroject: Coordinator
-Davelop, oalacain, and follow-up of cost proposals, Request foc Cantract Changes,



Environmental Protection Agency
All Applicant Data Report
Announcement Number: SSC-LV-2015-0018
Position Title: Secretary (OA)
Staging Area Husber: SA-EPA-0001

Contract Change Requests, Change Orders, AIA docurmsnis, payrall, subnittals, and Requests
for Infermation.

«Job coating, contract docusents &nd censtruction drawing updates.

-Contract miariup o include permits, insurance, project elsctrenic file, and office file
Betup.

Contract closeout responpibiiities te collection, verily contractual cespliance and
Lorward te owner required decumentacion includicg lien releasss, oporacions manuals, and
final subnicrals.

sHalntain pubcontraczar Files to include secup and close out.

sProcess and forward subconirast submittal's, Reguesrs for Information and correspondsnce.
-Track guanticies, labarc houts, and eguip==nt hours suppli=d by daily reports.

«Process contracior and subcontractor pay esti=aces and contiract changes.

«Responsible for vertal and writtenm communication to varying hierarchical levels of
snploysEn.

Ielande Custom Barbeque (Dwmer conflict causing business fallure)
03730689 - 1043001

DEfice L closed

Balary: P

Laa Vegas, NV ES11) US

Hours per week: 40

office Mansger/Special Projectis Coordinacor

-Respersible for projects or mitustiens, vhich roguice an =ye for decsil ard accuracy.
-Hanags poraonnel who tracked all cuvstoeesr orders - frem acder, to marufacturing, Do
del ivercy.

=Provide all aspect of custensr secvice, advercising, and catalog preparacion.
Responsible for day-to-day prebles solving, go-to persan for the ownors and cuteide
clienta.

sgrganiiation of Cwo different job positions whils resorting to four owWners.

Edugatlieon:
Bachelor's Degree
Hajor: Double major in Harketing &2d in Managoesct

HMinar: AScouniing
T

Languagae; English

Spoken: Advanced
Wricten: Advanced
Read: Advanced



Announcement Number: S3C-LV-2015-0018
Document Name: 5F-50
Name: MONK LEIGH
AIDX: 2484694
Telephone 1: 7
Telephone 2:

Email:

A
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Environmantal Frotection Agancy
All Applicant Data Report
Announcemenkt Number: 55C-LV-3015-0018
Position Title: Secretary (OA)
Btaging Area Husher: SA-EPA-0001

Kamsi: CINDA L DILTAEITYT

B8Ny vev.ws 23

HIDX: o

Addrasel:

Addresnd:

Citys

Deakae:

Countrys U

Foat Codm

Plusd

Talephons 1: Evening Phose - ¥92-454-0873
Tealephons 21 Day Fhone - 702-454-387)
E=ail: CindaADZLiWVaa=all com

United States Citizen:

Vactarans® Frefereoce: |

Hilicary GService Dates (Scar:t of Service - Eod of Service]:
Logatlien(s) Applied ko3 Las Vegan, HV(LS5)

Doc 1 Document Type Deseription fubmisslon Type
1 SF-58 Reslgnation S5F 52 LPLRAD
¥acancy Questicns snd Bsgcoosss

Khat locatioma do you wish to apply to?
Las Vegas., NVIUE)

Ehat Gradea do jyou wich Lo apply tal
el ]

Grede; 08

1. 95«08 Te meet the Qualifications Hegquirersnts for Secfetary, G5-08, selesc the optilon
that best describes your education and/or experlience background:

Anawearai

1. T Rave 1 YEAR OF SPECTALIZED EXPERIENCE equivalent to the G5-07 level Lin or related to
tha work of THIS POSITION that provided the specific knowledgos, skilles and abilicles to
parfors successfully the duties of THIS POSITION.

All Orsdes

1. I have the following experiefice coordinating s manager’'s of exccutive's calendar based
upon knowledge of program priorities.

Anfiwara:

1, Beteralning appointmont priocitles

2, Appraving, rescheduling, or refusing appointmencs, and acgcepbing or declining
invications

J. Making arrangemsnra for othar repressncaczion

4. Coordinating events involwving particlpation of senicr executives and ocher stakeholders

2. Select ths reapooses that describe your Expecience with Soordinating FOaIincs.
Anawares



Environmental Probtection Agency
All Applicant Data Report
Anniouncemenkt Humber; S5C-LV-2015-0018
Position Titla: Sacratary ([OA)
Staging Area Number: SA-EPA-0001

1. 1 have arranged for conferences and meatinga, includismg making reservaticns faors
canference/hearing rooms, norifying all participants,

2. I have agsenbled backgroond matarialim] far che meeting.

3. 1 have inforred stafl and follewed up on apy required reports or macecials fLrom
divislons andfer other offices ap a result of comriements cade st meetinga.

3. Select the rospensos that reflece yosur experiencs working with non technical business
cerrespondance.

ATswarst

1. I have written business correspondence, while applying corrospondence policies and
precedurea for proper woitben fopmat

2. I have epdited Eusiness correspendenze, while applying correspondence policies and
procedures for preper writbtan format

3. I have reviewed busdicess cocrespondence identifying inadequacies i for=at, grammar, orf

copstructien in accordance wich accepted standards

4. Select the reapanses that roflect your experience with correspondence,

AfnEworat

1. I have cantrolled all corresapondence

i, I have determined appropriate routing inecluding what needs supervisor's personal
atteation

3. T have [ollowed up to ensure tioely action

4. T have reviewed all cutgoing correspondence for neatnoss, accuracy, adherence to formac
apd superviser's personal atyle

- 1 hava drafted nen-tecknical correspondence includlog, but Aot limited such things asm
peracosl dcknowledgerents, acceprance lettecs

6-:I have produced related reparte and files

5. Select the responges that reflect your experience making travel arrapngemants,
Anpwarmi

1. 1 have lnterpreced and applied travel regulaciona

2. 1 have preparec Eravel authorizacicns for scatf

3. I have made Btalf travel reservatlons in an automated system

4. 1 have prepared craval vauchers

5. 1 have prepared raviswed travel vouehara for assusacy

é. From the list below, selecc zhe eafeware asplicazions yau are preficient with in
accomplisfiing day-to-day office {uncticne (proficlent means you understand and ubtilize a
majer part of the safiware*s [unctiomallty and capabilitles).

Angwaca:

2. Mierosoft Word

3. Hicrosoft Excel

4. Hieragsfe Pawerfoint

5, Microseflt Access

. E-mail (Miceossft Outilook, Latus Hatos, ote.}

B, Word Procersing Software other than Hlerosafr Word

. Correspondance Tracking Systems

11. Travol Manmagor [(or other aucecated cravel ayarem]

7. Which response best deacribes your experience recelving telephone calle, gresting



Environoental Frobection Agency
All Applicant Data Report
Announcement Number: S3C-LV-2015-0018
Position Title: Secratary (0OA)
Staging Area Huober: BA-EPA-000L

vigitors and providing assistance to visltors for managers.

AnEWBED:

5. Thnis tamk ham been & central or major part of my work. I have performed ir myself
routifiely, and I have trained othera in pecformance of this cask and (o) others kRave
conpalted me as an expert [ec assisgtance in pecforaing this task.

B, Select the reaponses that best doscribe your experlence sarving as focal peint Lor
agminlatrative actbivities within an orgenization,

Answara:

1. T am the lpitial point ol centece [or administrative services in =y crganizaticn
2. 1 pravide guidance on adeinistracive policles and procedures

1. I ensure aAdministrative guidelines are follewed

8. Belect the adninistrative duties yeu have performed,
Afiwara

Ferchasing pffiem fupplies and uquipm:nt

. Making purchages with a corperate eredic card

» Malntaining Records management systoa

- Updating Tracking Syscems

. Gerving am a Clmekeeper

Feguesting building mervices

Hail shipplrg, recaiving, and diacciburicn

. Hanaging an mlectronic calendar

B o o BN e Kl RE

1%. Do you paspess a Cyping skill of ar leastc 40 words per minute?
AnEwars:
1, ¥Yes

11. For each position lisced oa your resume, did you include the positicn title, company,
galary, weekly hours worked, and yeur actyal bBeginning and ending dates of esployzent?
AOEWSTH T

l. Yem

12. Please lock at the qualification requirementa [both experisnce and/or educationl that
are staced in ehis vacancy announcemsnt, Doas your reaume clearly contain this information
in ocder teo detormine you are gualifisd for the pasition?

Answarat

1. Yena

13. Have you reviewed Lhe vVacancy annguncement "How te Apply® and reguired dogurento

FacCicn to Jdecarmine what suppleasntal material that you omust provide?
Answersr

1. Yena

14, Where did you learn aboub thie EFR Fosition?
ATBwarm:
11, USh Joba LPhone/iPad Application



Enovironmantal Protection Agency
All Applicant Data Raepork
Announcesent Number: SS5C-LV-2015-0018
Poaition Title: Sacratary (OA}
Staging Aroa Numbar: SA-EPA-0001

Cinda Lee DLlllakune

E Thore-

]

Exs’

L =g wi wikl£LBHENLES WHilLod avarus

Availability: Job Type: Parmanear
Hork Sehedule; Pull-Tims

Ceaired locations: U3 - NV - Henderscn
uUs - WV - Las Vegas

HWork Experience: NV Cepartment of Welfare & Social Bsrvices
1172014 - Presont

520 Doulder Highway

Salary: 5$3B,400D.88 LSO Per Year

Henderson, XNv 83014 U5

Hours per wesk: 40

Supervisor: Tay Webar [TD2-488-1230]

Ckay ta cantact this Superviscr: Yes

Adminiscracive Assistant 3V

Cage Manager for WEON Program (New Employees of Nevada|. Engage clients in MEON program:
complete/update aocesemants and perscnal responsibilisy plans; meet parcicipation
requirerents. Provide support sorvices and payments to clients and providers. Assign,
mentor & guide cliente in coumtable HEON activities and assisc clients in achieving self-
sutficiency and attaining escablished geals. Analyzs acsessments and barriers accurately,
Conpleted, dotarmine, wverlfy and input scoecsments, perscnal responsibiliecy plazsa, woerk
accivieies and hourg of participatien aceurately. Haniter and determine conciliacion and
termination dus ©o noan coopecaticn a8 necesFary. Mainta:n case cecards, rauvte changes,
generate written & verbal casmmunication; initiate referrals, CWEP, OJT and volunreesr
coatracte. Efficiencly manage case load, Fallow policies and procedurcs. Disseminats haed
te understand laws, rules and regulacilons amd celay information to clients in terms thart
are sanily re understapnd. Completa spocial assignmencs; sainralis professaiconal and
narmenious relaticonshipes wich clients, division staff and the public.

Esguire Jroup

gef2014 - 1172024

33 & 4ch SC Sulte 7T

Salacy: 530,000,460 USD Far Year

Lag YVegas, MV P10l US

Hours per week: 40

Superviser: Lindeay Stadclander [702-384-4833)
Ckay Eo contact this Superviser: You

Catabass Manager
Ferform client daca managesent utilizing =uoltiple software programs such as Saless Feree,



Environmental Protection Agancy
All Applicant Data Report
Announcasent Huzber: SS5C-LV-3015-0018
Foaltion Title: Secretary [(OA)
Staging Area Numher: SA-EPA-0001

Kisble Apps, Quick Booka, Adobe, Word, C[xcel, Lacerte Tax softwars, including srror
identification/rectificaction., new entries and multiple data manipulaticns and perfore
duties related to cliencs regquiring firs o act As Feglstersd Agent

Us EFA

p4/2010 - 0572013

1308 Panneylvanis Ave N

Salary) 363,000.00 USD Per Year
Waahlngten OC, DC 20040 U3

Hours par wesk: 40

Feries: QJ1E

Pay Plan: G5

Grade: 18

Supsrvisor: Hichae® Bender (203-544-3825])
Dkay to contact thism Superviest: Yews

Execucive Asalarant

Meted am COR and WAM, performed as liaisen Eor CMS, FOIA, HK, and BTICS; acted aa
sglentlfie policy, Tederal Register and congressicnal cercespondence editor,
designed/dovaleped 50Ps, perfcrmance messures and evente; acted A8 Shep Sceward;
ariginated calendaring foac 3 executives; perfocsed tingkeeping for 14; and received
numéraus cash awards, a plague and & tima off award, all while assietzinmg Sr, EFA QOfficials
and Sclenciacs.

LSucation: Univeraicy of Nevada, Las Vegas
Bachelor'a Cegree

Majer: Criminal Justice
Hiner; Latin American History

Relevant Courseworcr, Liceasutes and Cercificaciaona:

Alao completed 15 credits ceward Masters Degree.

Feceived academic scholarships througheor atudies while working full cime as Assistant to
chiefl of Police. Serwed as Chair of LV Classified Scaff Council repressncing &52% S5tate
Warkers; sat on numsrcus co==ittess; roceoived Avgust Volloer Awird and Freshoan Speaker of
the Year Awazd.

Job Related Traiping: Microsoft Word Advanced Training - 2014
Hicromoft Exeal Advanced Trailming - 2014

Leadarship Skilla for Hen-Supervisora - 2012

Harkplage Conflict Recognizing and Raspending to Conflist - 2012
Working Effeccively with Tribal Governmesnts - 3013

Small Dueinoss Contcaczimg - 2013

Aduinjacracive QUficer Training - 1012

Principles of Ecienrific Integricy - 2011

CCR 32 HR - 2011



Environmental Protaction Agency
All Applicant Data Raport
Announcomankt Humber: S8C-LV-2015-0018
Pomition Tikle: Secratary (OA})
Staging Area Numbar: SA-EPA-0001

EPA Acqulasiticpn &System [[EAS) 2011

UR @ HR - 231

Purchase Catd Trainming - 2410

Cyharsecurity Awarenses 2013, 2012, 2011, 23%0, 240%, 2008, 2407, 2906
Enterpriso Contont Management Syetem Training 2013, 2012, 2011, 2013, 200%, o004
Las Vegas Business Continuicy Plam Awateness 02/08/57

Scato of Navada Elementary Teaching License 01/07703

Basic Cormunications Tralning O1/15/5%

Civilian Empleyee Orlentation Las Vegas Metrepolicsn Pelice 131712758
Typing Carcificacion 73 Wkd 3728310

Dielahoma City 2osbing Lossons Laarnsd 04726794

Lotus Motss Technleal Weser 01/311/55

State of Nevada Drueg Free Horkplace 05/10/%2

State of Neovada Elemencs of Supervicicen 04/27/93

Referances: Michael Bender G515

Us EPRA

Supsrvisory RAnalyaefMepncor

#hone tumbor: 207-564-GB29

Email Address: bender.michasldepa.gov
Feforonce Type: Professienal

Betty Jo Miller G513

Us EPA

ORD Travel Director

Fhone Humber: ID2-GE4-E04E

Emajl]l Addrems: Millier.Berrydepa. gov
Relerence Typa: Profossicnal

Julie Fitzpatrick G515

U5& EPA

Qffice of Sclence Rdviasr Risk AcsoessrTent Forum
Phone Numbor, 302-564-4212

Email Address: [ibzpatrick,juliedepa.gowv
Feference Type: Prafessicnal

Steve Hopkinn

UE EPA % recired}

AFGE Vice Presildant

Phore Number: 302-577-444F

Emall Addressa: Hepbddbogoail.com
Aeference Type: Frofessional
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Announcement Number: SSC-LV-2015-0018
Document Name: SF-50
Name: DILLAHUNT, CINDA
AIDX: 970889
Telephone 1: £
Telephone 2:

Emall:



Environmental Protection Agency
All Applicant Data Report
Announcazant Number: S5C-LV-2015-0018
Positiecn Title: Becretary (OA)
Etaging Area Husmsbear: SA-EPA-0001

Mame: JEMMIFER J FEUDI

BEW; wrv-vaa -

HIDX:

Addresasl:

Addresed

CLEY! bemm

ftacas

Countryr United Statan

Foat Coda:

Plusd

Telaphana 1: Mobile - .
Ezaills

Uaited Statesa Clrizens

“atarane* Fraisrance:

Hilltary Servicea Datss (Start of Service - End of Sarvicel:

Locacicn(m) Applied to: Laz Veganm, WV|US)

Caa A Documant Typs Dascription Submission Typa

1 SF-50 EF-52 Resignarion UerLoAD

¥agancy Questions and Responags

What locaticma do you wish to apply ol
Las YVegas, NWIUS)

What Gracdes do you wish te aspply to?

as

Gradel 08

1. G5-08: To meat the Qualificatlons Requirements for Secretary, G5-08, select the opetlen
that best describes your education and/or experience backgroundi

Anmpwarsi

1. I have 1 YEAR OF SPECIALIZED EXPERIENMCE squivalent to the G5-07 level in or relaced ta
the work of THIS FOSITION that provided the specific knowledges, akilles and abilities to
parform succeasfully che duties of THIE POSLITION.

All Crsdes

i. 1 have the Tellewing experience coordinating a =azager's of eXecutive's calendar bassc
upon knowledge of program priorities.

Anawaro:

i, Boetermining appointment prlarities

2. Appreving, rescheduling, eor rafualng appointoentsa, and accepEing or declining
invitactiona

J, Making arrapgemsnts for other repressntacicn

i, Coordinacing events lavalvicg participation of senior executives and other stakcholders

1. Eslect the responaecs that describe your cxpocicnce with coordinating meectings.
Angvere;



Envircomental Protection Agency
All Applicant Dakta Report
Announcament Wumber: S55C-LV-2015-0018
Positicn Title: Secretary (OA)
Staging Area Nusmber: SA-EPA-0001

1. I have arranged for confereaces and meetirnge. including making reservacions for
canferansa/hearing rooms, nocifying all pareicipanta.

2. I have aEseahled batkground matecial [8) for the =eeting,

1. 1 have informed staff and fellowed up on any required cepores or materlals free
divisicns andfor other offices as & result of commitments made at meecings.

3. Select the respanaes that reflect your experignce working with non technical business
correspondence.

Answoara:

1. I have written budiness codrrespondence, while applying correspandence policies and
prescdures for proper written [arfat

2. I have edited businems correspondence, waile applying cocrecpendence palicies and
nrecedures foc proper written format

3. T have raviewed business correspondence identifying inadequacies in formak, grammar, oT
construstion in accordance wlth accepeed scapndards

1. Selest the reapaiecs Chat tofloct your experience wich correapondence.

AnEwara:

1. 1 have controlled all correspondenze

2. I have determined appropriate routing inclivding what needs scperviscr's peracnal
attention

1. I have followed up to ensure Timely ackcicn

4. I have reviewed all sutgoing correspendence for neatness, accuracy, adherence to formac
afd supervisor'm persopnal scyla

%. I have drafted ncn-tachnical cozrespoadence including, but not lisited such things as
perscnal acknowWwledgeoents, accoptanca letters

4. 1 have produced relaced repazte and files

5. Select the responees that reflest your experiance making travel arrangenents.
AnFwarmi

1. I have interpreted and applied travel regulacions

2. I have prepared cravel autharizaticns for scatf

3. T have made scaff travel resgervacicns in an automated system

4. 1 have proparod travel vouchers

5. 1 have prepared reviawad travel wvaoucheors for accuracy

S, From the list below, select the sofcware applications you are proficient with im
areecplishing day-to-day office fumctions [proficient means yau undersrand apd uellize a
major part of the softwazre's funcclonalicy and capabllicien).

AOEwarE!

2. Mieroaaft Word

3. Micresolt Excel

4. Micraeosfe PowerPaine

&, Microsolt Access

6. E=mall [Hicrosofr Cutlaak, Lotus Hates, =te.)

B, Word Processlng Sofiware other than Hlicroasolt Weord

9. Correspandence Tracking Syatems

11, Travel Manager (or ccher automated cravel syscemb

V. Which rocponas best describes your axparience recaiving celepheone calle, greeting



Envirenmental Protection Agency
All Applicant Data Report
Announcament Wumber: 35C-LV-1015-0018
Position Title: Secretary (OA)
Staging Ares Humber: SA-EPA-0001

visitors and providing assistance to visitors for managera.

Afewara:

2. This task has Been a central or eajor part of oy work, I have perforced it zyself
reutinely, and I have trained gcihers in performance of this task and (or) ochers Rave
censulted me as an export for assistance in pecforming this cask,

8. Selec: the responaes chat best descpibe your experience mecving as fogal polint far
adminiatracive accivicies Withln an arganizaclon.

Angwarca

1. I am ehe inicial point of conteet [or sdujzistrative services Ln By OFgAniTAr:dda

1. 1 provide guidanrs on adsiniatrative policies and proceduren

J. I ensure afeiniscracive quidelizes are followed

4. I routinely pecforoc quality sEsurance sudits o onsure oy organization is followving
proper ad=inistrative policies and procedure scandards

¥: Select the acdminmiacrative dubies you bave perforoed.
Aniwara

i. Furchasirng offico supplies and sguipmenc

“, Making purchases with a corparate credit card
Halnteining Records managemant AySLem

Updating Tracking Syacems

Serving as a Limokeaper

s Mail skhippieg, receiving, apd disceibuticn

. Mansging an slecrronic calandar

L L A

0. Do you poascss & Typing akill &f st least 49 words per minute?
AnEwersi

i Yam

1l. For sach positien listed on your resume, did you include the pesition Eitle, co=pany,
aalnacy, weekly houvre worked, and your actupl beginning and ending dates of emplayment?
Ansvaras

1. Yex

13. Please losok at the gqualification reguiirements {both experience andfor eduratinn] Zhat
are stated in chia vacancy annsuncement. Coss yaur resess clearly contain this inforwmatica
in order o cecmrmins you are gualified for the posicion?
Anawere

i. Tem

13, Have you revigwed the vacancy annsuncement “How to Apply® and reguired docwsante
eection co determine whaz supplemantal material chat yeou mudt provide?

AnewaEa:

1. Yea

14. Where did yau ILearn about this EPA Pesltioa?
Ansverai
=3. U3A Jobe iPhonafiFad Applicacion



Environmental Protection Agency
All Applicant Data Raport
Announcement Number: S5C-LV-2015-0018
Popition Title: Sacrotary {OA)
Staging Area Numbor: SA-EPA-0001

Haxen

Jennifer I Feudi

Hobile:

Eraili

Cauntey of Citizenship: Unlted Scates
Yererans' Freferencel

Highest Grade-

Avajlabllity: Job Type: Permanantc
Tenparary

TEL®

Detail

HWork Schedule: Full-Tinme
Parc-Tiss

Shift Wozok

IntermicLent

Job Eharing

Dealred lecations: U5 - WV - Clark County
Us - IV = Lag YVegans

Work Experisnce: Business Managemont CPAR, Ine,
12431406 - Presest

Salary:
Hourn par weoki 432
Supervisar

Seeretary

Provide adminlstrative suppac:r for a small accounting firm. Aseist bockkeepers in accounts
payable to inglude preparing and maxing deposirs, =nrtering OO chargea, incoming billes and
depositsa inte QuickBooks, running Cheock Detail and Unpaid Bills QuickBooks repacts, and
reconelling eredit card mtaremsnts. Assist CPAs in prepacing and submiceing Lax recubns.
Internediate knowledgo of QuickBooks, Office Tools and Lagerce. Typing speed 51 WM.

Allstate Firo Equipmant

t - - min
Salary:

{-aam Vegas, NV BFl13-I81E US
Hours per week: 45

QEfice Aaalstanc



Environmental Protectlon Agency
All Applicant Data Report
Aoneouncement Humbher: S8C-LW-2015-0018
Position Title: Secretary (OA)
Btaging Area Humbor: SA-EPA-0001

Provide administracive support for a fire muppression company. Process invoices for
payment: reconcile incomirg checkd to invoices; disparcch service calls to technalcisns:
parfarm various Accounts Aecelvables duries; cecongile credit card statemants; encer
inveice inforratien cn time sheets; maintain service log and reports.

U5 Food and Drug Adminiatpation
O1/19B5 - D6/2006

Salary: 552.0316.00 USD Per Year
HFS-14%

Houra per weak: 45

Saries: DilE

Pay Plan:i 45

Grada: &

Seccetary [OAl, 03B

Pravide adojpisbrative support £9 a multi-disciplinasy seleacific croganization, of more
than 130 esployees, in the areas of persganel management, pragras planning,
administration, faciliries, progurement, propecty manogerent, budget and other relacsd
arean ln which I:

Supparr the Office Dirgcoor {00) and his immediace staff of 0;

Frepare all travel arrangemeats far local, domestic and internaticnal ecavel as well anm
the necessary reimbursenent paperwork and ensure accuracy of all traval for adhsrence to
exicting rules, regulacions and forz=at based on the Agency's specificatiocns;

Cversaee the work of five subordinate sezretesries {onm of which is located in Chicago) tao
ensure Agency. Centar and @fffice polices, procedures and regulariazs ace follawed and work
im acrcurare;

Train new pecretaries on Agency and Center policies, procedures, use of softwars programs,
agency natwork syscema, etg,, and continually provide chim trainizg to current
admintetrabive staff;

Cavelapsd afid maintained a tracking ayarem for secretarial work within the Office;

Serve a4 liaison bBetween subordinate secrecaries;, mamagerent and genlor adniniscrarclosn
supperk atalf;

Secve as the Leave Maintenance Clerk for alne Coomipsioned Corps DEficess and assist in
dratcing cheir DBillets and Civil Service posiclons descciptians;

Serve ag Lime keeper for 53 individuals and gnsure leave cecords are correct and up-to-
dater

Foutinely maintain a budget in excess of 560,000 to order chemicals, supplies and
equipment for laboratory peraconel and corputer paripherals, hardware, socftware and
supplies for the eatire affice;

Arrange public meecings and ensure =eetipng notices are published in the Federal Fegister;
Prepare yearly Perfarmance Evaluation Plans for che ‘mmediate ataff of the O0;

Frovide a wide range of mapagement adviscry services to the Dffice invelving personnsl and
training. particularly interprecing applicable rules, regulations, palicies and standards;
Asgist in develop=enc of Offiee's snnual budget reguest and cravel plang

Provide adviece and guldance to the Qffice Direccar aAaid senicr staff in the formaticn of
Eunding reqguests;



Environoental Protectlon Agoncy
All Applicant Data Report
Announcement Humber: S85C-LV-2015-0018
Fopitlon Title: Secretary {(OA)
Staging Area Humber: SA-EPA-0001

Cormilnlecacs with 0D, Oiwision Directocd and ling-management :an¢urning the lvnilﬂhllilf of
tunds and additional nepds. Aasisc the Administrarive Support Specialist in obtaining
appropriste justificaticpns and documento to gecure additional fusds;

Monicor cravel plan far apeeifle cravel categaries (regulaveary and non-regulatory cravel,
inepecticn apnd site visits, FCS travael and training] againet approved funding levels,
throughout the year:

Aamier Adzinlsctcative Supporct Speclalist in complebting rectuitreent packages, promobion
recommandacions, revisicna of pasicien descriptions, srganizatioasl charzs, and parsonnal
acelons:

Oevelep O[fice admifistrative procedures and provide advice to managers and erployees ko
ragolva prﬂhl!ﬂj and and eup¢d1:¢ actions inv:lving prgmﬂtiuﬂ:, reagsignments, detaila,
ete.

UE Alr Force - Maryland Air Hatlonal Guard
14/1%30 - 102004

=

5 P

o e S

Hours per weskp 4
—— T

Ok - = =k b= majg ek i

el R

Hilicary Fay Techniclan

Duties included: processing active dicy arders and pay decuments for wnit training
asaembliesn; azsisting onlisted and commissioned personnsl in cercifying decumencs To
receive Basle Allewasce for fuarters, Fazily Houslng Allowance, Family Separation
Allgwance, and various othar eaclelemente. Praficient iz ke uoe of M-lés and Som weapens.
Completed odditionsl trainding for, and gualified am, a cashisr and a load plannsc.
dbrained HAC Seecrer Clearance. Highest Rank: S5taff Sergeant

Additicnal Infaormacicn: ===+ WILL MOVE AT OWH EXPEHSE.®"===

Typing speed; 53 WFM

Incermediate knowledge of QOfflce Tools. Lacerte and Quick Booka.

Hominated for Alrman of the Week while atrending Teehnieal School ac Sheppard Alr Forcae
Fase in Wichita Falls, Taxas.

Haminated for Alrman of the ¥Year while ezplayed at the 13&th Rirlife Squadron, in EEERX,
Haryland.

Fecoived ODutstanding porformance rating ié times and Excellent coe eime, while employed at
che US FDA.
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Secretary (OA)
ENVIRONMENTAL PROTECTION AGENCY

Agency Contact Information

1 vacancy in the following location:
Las Vegas, NV

Work Schedule is Full-time - Permaneant

Opened Thursday 9/10/2015
(208 day(s) aga)

Closed Wednesday 9/23/2015
{185 day(s} aga)
Salary Range
$43,823.00 to $56,974.00 / Per Year

Series & Grade
GS-0318-08/08

Fromotion Potential
09

Supervisory Status
No

Wheo May Apply

You may apply if you:

1-Work in the commuting area of Las Vegas, NV as a current federal employee with
competitive stalus, are reinstatement, non-competitive appointment, ICTAP or EPA
CTAP eligible; or

2-Live anywhere as: a preference eligible veteran or honorably discharged from the
armed services after 3-years or more of continuous active service.

https:ifiwwaw.usajobs. poviGetlobh/ViewDetails/4 15425200 4152016
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Control Number
415425200

Job Announcement Number
SSC-LV-2015-0018

This joeb announcement has closed

Print
(https:/fwww.usajobs.govid43/GetJob/PrintPreview/415425200) d

Job Overview

Summary

About the Agency
(https:/fjobs mgsapps.monster.comfepalvacancy/preview. hms?
orgld=1&jnum=59505)

This position is located in Office of Adminitration and Resources Management,
Office of Adminitration and Resources Management-Cincinnati, Human
Resources Management Division, Immediate Office, Las Vegas, NV.

For more information on this office, visit their website:

hittp:/hwenw2 epa.goviaboute palabout-office-administration-and-resources-

management-carm#cin (hito:/iwww2 epa goviaboutepalabout-office-
administration-and-resources-management-oarm#cin}

Duties

At the entry level of this position, you will;
- Maintain divisionfoffice manager's calendar and schedule appointments,

- Prepare outgoing correspondence, reports, studies, etc.

httpsiwaww usajobs, goviGetJob™WiewDetails/d 1 3425200 4/5/2016
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- Make travel arrangements for the division/office managers and staff.

- Use office automation and web-based systems lo provide administrative
support and maintain recordkeeping responsibilities.

- Provide training to division/office stafi on administrative practices
When entering a Federal job at a grade level lower than the highest promotion

potential level, you may be promoled to more complex duties and work more
independently, as your career progresses.

Travel Required
» Not Required

Relocation Authorized
* No

Job Requirements
Additional Information
How to Apply

Required Documents

This job announcement has closed

Print
(hitps:/www.usajobs. govi443/GelJob/PrintPreview/4 15425200)

https://www.usajobs.gov:GeUobViewDetails'd 1 5425200 /572016
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Environmental Protection
Agency

Environmental Protection Agency

Contact

Suzanne O'Connell
Phone: 702-798-2401 (tel.//702-798-2401)
Email: TeamVegas@epa.gov (mailto:Team\Vegas@epa.gov)

Address

Environmental Protection Agency

US Environmental Protecticn Agency
Human Resources Managemeant Division
Las Vegas

NV

us

Fax: 702-798-2433,

Return to top

EEQ Policy Statement (hitps:/fhelp.usajobs.goviindex.php/EEC_Policy_Statement) |
Reasonable Accommodation Policy Statement
{hitps:/help.usajobs.goviindex.php/Reasonable_Accommodation_Folicy Statement)
| Veterans Information (hitps:/fhelp. usajobs.goviindex php/Veterans_Infermation) |

https:/fwww.usajobs. poviGetlob/ViewDetnils/4 15425200 4/5/2016
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Legal and Regulatory Guidance
(hitps:/Melp.usajobs.goviindex.php/Legal_and_Regulatory_Guidance)
Site Map (Home/SiteMap/)
Privacy Act and Public Burden Information (hitps ihelp usajobs gowindex pho/USAJobsHelp: Privacy _policy)
FOLA (hitp tiwww. opm. govielelal)
About Us (hitps:/ihelp.usajobs govindex. phplAboul_Us)

USA gov (hilpaiwww usa, govl)

This Is a United States Office of Personngl Manaqement (hitp i\www opm govi) website,
USAJOBS is the Federal Govemment's official one-siop source for lederal jobs and employment information.

htips:/fwww.usajobs. gov/Gedob/ViewDetails'4 15425200 4/512016



Secker - Vacency - Deloll Overview Page | of 7

Vacancy Details

About

Announcement Number:
SRC-LV-2015-0018

Hiring Agency:
Emdronmental Protectian Agency

Position Title:
secretany (DA)

Open Period:
031072015 - 09/23/1015

Series/Grade:
Gh5- 0318 08

Salary:
$43823.00 - §56974.00

Pramotion Potential:
G5-09

Duty Location(s):
1in
Las Wegas, B, US

For More Infa;

X Suzanne OConnel
e 702-738-2401,_

M Tearm\egasDepa.gov

htips /ebs. mgsapps.monsier.com/epa’vacancy.preview hms 4/572016
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Overview

Who May Apply:
You may spply if you:

1-Work In the commuting areéa of Las Vegas, NV a5 a current federal employes with competitive status: are relnstatement,
nen-tempetitive appointment, [CTAP or EPA CTAP eligihis; or

Z-Live aaywhere 250 a preference eligible veteran or honorably discharged from the armed services after 3-years or more
of continuous acthee senace,

Security Clearance Required:
Public Trust - Background Investigation

Curation Appointment:
Permanent

Marketing Statement:

Easrth Day b5 every day at EPA! Come halp us peotact the emviroament! Our diverse workforoe connacts to mor than just a
CRrer-wi SRAre & Common passicn (o promate & cieaner, healthier ervircaoment.  Discover how exciting safeguarding our
naburel rescorees and protecting human health can be, We consistently rank as one of the top Federal agendes in which to
wiark, wikh great benedfits and work Mexiblities. Find yoursell at EPA.

Summary:
This pasition |5 located In Office of Adminitration and Resources Management, Offica of Adminitration and Rescurces
Management-Cincinnati, Human Rescwrces Management Ohdslan, Immediate Office, Las Vegas, NV,
For more Information on this office, vt thelr webste:

hiipfwew Loepa.gov/aboutepalabout-cffice-administration-and-resouErces-management -5arm ¥ Cin ps

T

Supervisory Position:
Ko

Relocation Authorized:
Mo

Travel Required:
Mot Required

Key Reguirements:
You mast submE resume and required documents{Sea How to Apply) Position does nat have portable work and selectes
may not telework, I you are selected, 8 pre-employment background check s required.

Back to top

hitps:fjobs. mpsapps.monsier.com/epa’vacancy/preview. hms 4/5/2016
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Duties

At the entry level of this pasition, yaur will;
- Maintain division/office manager's calendar and schedule appointments.

- Prepare outgoing comespondence, reports, studies, etc.
- Make travel arrangements for the division/cffice managers and stalf,

- Use office automation and web-basad systems to provide administrative support and maintain recordkeeping
responsbifites.

- Provide training to division/office staff on administrative practices

When entenng a Federal job at a grade level lower than the highest promotion petential leved, you may be
promoted to more complex duties and work more independently, a5 your CAreer progresses,

Back to top

hitps:/fjobs. mgsapps monster.com/epafvacancy/preview.hms 4/52016
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Qualifications and Evaluations

e m e  emma e am e e e ————

Education:

Requirements:
Thils positian 13 designated a5 Moderate Risk and requires a background investigation. Undess an aporopriate background
Investigation Is elready on record with the Office of Personael Management, you must undergo a background imnestigation,

Tou murst meet bime In grade requirements no lator than 30 calendar days after the dogng date of this announcament.

Evaluations:

We will review your resume and required documents (o ensure you meet thie bass qualification requirgments, Your resumse
rmust address the nowledge, skills, and abiktles listed in the Qualifcadons Section, If you meet baslc qualification
requirerments, your apRfication will ba further evaluated basad on your anowers to the on-llne acsescmant. Your esponses
to the earling aiseisment will be used to measre the degres to which your background matches the regulrements for the
position ard 80 applicable soore assigned.

We will compara your resume and supporting dotumentaticn to your responses on the assessment questionnalre. IF you
rate yoursalf higher than is supparted by your spelication materials, vour mesponses may be adjusted and/or you may be
exchuded from conslderaton for this job, We will gvaluate your qualifications snd eligibity and nolify you If you mest
ménimum qualification requirsments.

HOTE: We donet requirg & separate statement responding to the compatendes, also referred to as Knowisdge, Skills and
Abilpes (KS8S). Howndwr, vour resume shoald deary show possession of thess competendies.

Qualifications:
You do nof need B degres to gualify for this poasition.
We are looking for a8 least one vear of specalited experience related to this position as described below:

To qualify for the G5-08 level, you need t2 have at least cae year of full time experlence defined as experience managing 4
calendar, coorcinating meetings and travel arrangements, and designing filing systems for & senlor exgtutive. ~Experienoe
using emall, word processing, andfor spreadshests to perform adminsdrative Juppart duties Bnd 1o monitorfirack progress
of adrrinistration processes {such as ebectronks calendar, corespondence, tmekeeplng, st}

Your arswers 10 the on-ling assessment will be used to evaluate your competendies In the foliowing arcas: 1) Ablity to
type 40 words per minute; £) Abikty to work collabaratively with dvislonfolTice administratie stalf; 3) Skl i written
communication; 4] Knowledge of admiristrative concepts pnd pringiples; 5] Shill in oral communization; &) Abdity to use
and advise on web-based systems; and 7] Abilily to advise cthers on adminlstrathve procedures and practices.

Back to top

https/fjobs.mpsapps.monster.com/epa/vacancy/preview.hms 4372016
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Benefits and Other Info

Benefits:

Additional Banefits:

Join EPA in protecting human healfth and the ervirgament and enfiey many work lifa quality options! Working for the EPA
offers you a comprehensive benefits package that Includes, In part, paid vacation, sick leave, holidays, [ife insurance, bealth
benefits, and participation in the Federal Employees Retirement System. To find out mare wist

Benefits i atarna se=e 10 AN more about us, visit Life and Careéers 3L EPA per e me s

Other Information:

EFA participates In e-Verify. E-Verify is an Inlemnet based system operated by the Department of Homeland Seourty (DHS)
in partinership with the Sodal Seourty Adminisiration (S54) that enabies partiopating emplioyers to slecoonicaly verily the
emnpioyment eligihilty of their nowly hingd employeet. For sddiional information: Bp/ e, tpa gov/careergevapr himd

e e e

This Informiatisn i used to determing your qualifications for employment. The wse of this information s authorized under
Title § USC, Secyions 3302 and 3361,

This position |5 rot in the bargaining unit.
I you have part-time work experience, read this: (hitpyfeww epa.gov/careers/evapr, M s ms srsrvrs s

If you are electad, travel, transportation, and relacation expenses will not be pald by EPA.  Any [revel, Lrsnsporiation, and
relocation expenses pssockated with reporting 1o work in this possson will be your responsibility,

Back to top

hutps:/ifjobs.mgsapps.monster.com/cpa/vacancy/preview.hms 4520016
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How to Apply

How to Apply:
You are strongly encouraged to read the entire annguncemant before you submit your application for this position.

To begin the application process, dick the Apply Oneline button to the right 6n this screen, fallow the prompts to log-
Infregister, submit ol recquired decunents, and complete the assessment questionnaire,  To be considersd, you must
subrmit & complete application package by 11:59 PM Eastern Hme on the closing date of this announcement.

Al required Supporting decuments will be collected electronicaTy via the USA Jobs document pocifolis feature,

If you cannot apply on-line, you must contact the Human Resources Office Exted to the right for assistanca no later than
three bugingss days prior to the cosng date of this announcement, You must provide complete application materials by
tha closing date of this annguncemeant,

For detaled instrections to assist you In ensuring your appboaton package is received, go to
HELDy i, B D2, G CArCer S, o BOr MM b 5o s e e et

Required Documents:
Docurmients (o ba submitted an-lne:

~Resume clearly stating your experience refated (o this position a5 described In the Duthes Section and Qualifications
Required Section.  In describing your experience, you need to be clear and specific. We may not make
assumptions regarding your experienoe.

~Responses to the on-lAe assessment guestionnalre.

~Veterans' Preference Documents - DO-214 Member 4 copy, VA Letter, and 515, if applicable; sctive duty military submit
statement of servica from commanding officer documenting dates of active duty and ary campalign medaly/badges; inchids
character of service.

—Dizplaced Federal employess under ICTAP/CTAP - copy of your mast resent performance appraisal, pooef of ebgibllicy, and
your mast current SF-50 noting position, grade level, tenure, Bnd duty station,

=Current and Former Federal Employess: You are required (o submit a Mobfimtdon of Personnel Acbon (5F50) Indicating
vour status eligibiity. This 5F-58 should Indude your Position Tithe, Pay Plan, Occupational Code, and Grade of Level, IF
you are a current temporanyterm employes who previously held a status Federal positon, you need o submit your SF-50
which showes your eligibility to be considered.  [F your eligiblity Tor consideration cannck be determined, your application will
be rated ineligitle.

~Current EPA Employess: You are encouraged to submit & Notification of Personnel Actlan (5F-50). 1f you fad o provide
Bn SF-50, we will acoess your Federsl employment records in &-0FF b0 verify your eligisiity to be considered. If your
eligibility for consideration cannat be determined, your apphication will be rated Insligibla.

-1f you are appying for 2 noncompetithe appointment, you'll nesd to oubmit additional documaents o prose your ellgibility
to 2pply to this vaanoy anncgmcement, I your wand to learn more about noncompetithee appolnbments, vish OPM'S web
site: hetp:)/woene, opmLgevfemploy fstsden s Tedhire asp # authonbios = jee mye e

If you wank to know more about submitting documentation o owf offica, vislt EPA's web site:
RERE ot B, o e TR Ev B LT f e s e et

What to Expect Next:

You can track the progeess of your application package via your USAJohs account. You will recehve an Bknowledgement
from USAJobs that your submission was successful, onse we have received your on-line occupational questionnalre, resume
and a7y supporting documentation, You wil be

notified of the status of your application via your USAJohs Arcount after we conduct a qualification review of your comphete
application package. You will ba contacted IF further evaluation or Interdews are reguired. Any exaggeration of your
experience, false statements, of attempd b conceal information may dequallfy pou for employment consideration, We may
verdy all infarmation you provide [n pour resume and guettionnalre responses, through reference and/or background chack,

https:/jobs.mgsapps.monsier.comfepa’vacancy) preview hms /572016
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and/or venification of your education. If you are selécted, you will be contacted personally by tha human rescurces office
pasting this anncuncerment,

Back to top

hitps:/fjobs. mgsapps manster.com/cpa/vacancy/preview. hms /572016



